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Maryland Environmental Service Administration/Procurement
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1. Purchase Orders by Vendor Destron after 5
vears.
2. Purchase Orders - Numeric Destroy after 2
years.
3. Equipment and Supplu BIDs Destroy after 5
years.
4. Purchase Order Logs Destroy after 2

-

DEPARTMENT OF GENERAL SERVICES Echedule No. 2149 I
RECORDS MANAGEMENT DIVISION

years.

Schedule Authorized by State Archivist
Agency,
or Division Representatjve. Date_ 0CT 02 2001
Date 4809
yped N - ’ 4

..qTifleProcurement & Contracts
%'GFWW—_—_——_.———______——

Figure 3

-97 -




.

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTCRY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20734
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DEFINITICN - RECCORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and dspositicn purpcsas.
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5. Earliest Year/Latast Year
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6. Record Series Description (Briefly describe the types of Informaticnr/documentsi/forms found in the series. Include the purpose or funcicn cf he senes.
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7. Record Series Format(s) 8. Reccrd Series Sequence 9. Vecitme
Fiq Drawers;
JElLotter Size 0 Microfiim 2 Aihabetical o/
O Legal Size O Computer Tape O Numerical Nurhcer
O Bound Book O Floppy Disk 0O Chronological
J Audio Tape QO Video Tape O Geographical
O Cther (specify) O Other {specify)
umpe
11 File is Used 12. File Beccmes Inactive After
Daily O Weekly O Monthily O Month(s)

13. Current Location(s) (Bicg.. Floar, Room)
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14. Is Record Series Duplicated Elsewhere?
(It yes. specify agency or offica)

Yes O No _ .
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15. Access Restrictions O Yes
(! Yes. cite Law(s) & Regulation(s)
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16. .Audit Requirements

ﬂ None O State O Federal

O Ircecaendent

:
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O Computer Tape(s,
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17
any hadware/software

O Yes
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Is an Index System Used” (If yes, explain briefly and describe
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Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECCRDS INVENTCRY

new or revised record series, forward with Record
Retention Schedule (OGS 550-1)

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794
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DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and cispositicn purpesas.
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7. Record Series Format(s) 8. Record Series Sequence 9. Vcitme
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fatter Size O Microfim O Alphabetical o O Microfilm Reel(s)
O Computer Tage(s)
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Number
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o e
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B DEPARTMENT OF GENERAL SERVICES AGENCY RECCRDS INVENTCRY
Instructions - Typa or Print a separate form for each RECORDS MANAGEMENT DIVISION :
new or revised record series, forward with Record 7275 WATERLQOO RCAD
Retention Schedule (DGS 550-1) P.O. BOX 275
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DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and cispositicn purposes.
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(f Yes. cite Law(s) & Regulation(s)
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17 s an Index System Used? (If yes, explain briefly and descrite 18. Reccmmendad Retention
any hadware/software
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Instryctions - Ty;;e or Print a sgparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
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P.Q. BOX 275

—
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OEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retenion and dispositicn purpeses.
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